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Event Management Plan
Plan prepared by X

Event Date: X
Format: X
Address: X
Time: X

This Event Management Plan and its associated documents has been prepared by X for their works associated with delivering the above event. It is based on discussions and site visits with relevant stakeholders and the use of this document is restricted to X and is bespoke to their work carried out for the event.
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Key Contacts
	Name
	Contact
	Organisation

	X
	MOBILE
	EVENT MANAGER – RSWT 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
















Event Schedule
*Timings may be subject to changes. Please see appendices for Run of Show.
	Time
	Name
	Action
	Notes

	2PM
	EVENTS TEAM
	Arrive on site
	XXX

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	
	
	
	


	

	
	
	

	
	
	

	

	

	
	 
	

	
	
		

	

	

	
	
	

	
	
	

	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


  
Event Purpose
Two or three sentences on what you want to achieve with the event.




Event Staffing / Chaperone Roles

	Name
	Organisation
	Role
	Responsibilities

	X
	X

	Event Manager
	· Overall Event Manager for X
· Planning, preparation of documents 
· Lead on staff briefing/deployment

	X
	X
	Events and Experiences  Manager – Yorkshire Wildlife Trust
	· Key liaison contact at Yorkshire Wildlife Trust
· Reserve hire 

	X
	X
	X
	

	X
	X
	X
	




Venue
ADDRESS
DESCRIPTION OF VENUE
ACCESS (include pictures and map)















Audience profile
Who are your audience expected to be? This will factor into the risks and considerations that will need to be taken into account.
Contractors
Anyone coming onto site or anyone providing equipment which will be used on-site. 
Catering 

Audio-Visual

Banners / Back-Drops

Furniture

Photography

Stewards/Security

Medical








Guest List 
Outline how you are managing entry to your event. Will this be via guest list or a booking platform? Are you taking walk-ups or is it pre-booked only?

Contingency Plans
Outline how you will mitigate against any issues arising the below factors.

Capacity 

Public Access to site 

Biosecurity

Lost and Found

Safeguarding

Communications 

Waste Management

Weather Conditions






Pre-Event 

Pre-Doors

Ingress


Circulation 

Egress

Post-Event 













Equipment List
What will you be bringing onto the reserve? We need this to understand the potential environmental implications of your event.




























Maps and Images





























































RISK ASSESSMENT LOG
What risk assessments will be supporting this event? 

















